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Login

1. Login from https://login.microsoftonline.com/. Enter admin login and password.
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2. From the Home page, select Admin.
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Manage Domain

3. From the Office 365 Admin Centre, click Setup and select Domains for your website and your
email.
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alternatively, select Search and type domains.
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4. Enter your domain name and click Next.

Microsoft 365 admin center [a &

Domains > Add domain

@ Add domain

Add a domain

Connect domain
If you already own a domain like contoso.com, you can add it to your account here.

Finish

Domain name

hqundtelecomlco.za

Learn how to add a domain

Microsoft 365

Add a P

5. To validate that you own the domain name, update the TXT or CNAME record from your DNS
portal. If you currently do not have access to change your own domain name, coordinate with
your DNS provider and provide the details below for them to update. Once done, click Okay, I've
added the record.

Add a domain
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Microsoft 365 admin center

Domains > Add domain

@ Add domain

S Verify you own this domain
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Manually verify domain ownership

Sign in to your DNS hosting provider and add this record to your marksschool.co.za domain.

Don't worry, adding this record won't affect your existing email or other services and it can be safely removed at the end of setup.
Connect domain

Your host is Your DNS host &

Finish Step-by-step instructions are found here.

TXT record MX record

TXT name

[ @ (or skip if not supported by provider)

TXT value

Back Verify Close

6. The system will verify that the TXT/CNAME record has been updated. Click Next.

Add Users

7. This page will enable customer to add users. Note that the email address already reflects the
domain name customer just setup.
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s (@ Due to a recent increase in Teams usage, when you assign a Teams license to a user it may take around 24 hours before theyll be fully set up. Until then, you won't be able to

assign Teams policies to them, and they might not have access to some Teams features like calling and audio conferencing. Check status
Guest users

Deleted users
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Microsoft Search
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If you have purchased more than 1 basic pack, you can select which Basic Pack this user should be
assigned from the list and click save. Customer can select No license if they just want to create the users

first and choose to assign the licenses later.
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Add a user

Basics Set up the basics

Product licenses To get started, fill out some basic information about who you're adding as &
user.

Optional settings

First name Last name

Finih [ | |

Display name *

Username *

‘ ‘ @ ‘ marksschoo.onmicrosoft

Password settings

(® Auto-generate password

Next

Also, you have the option to create bulk users or just add one by one.

Active users

O Due to a recent increase in Teams usage, when you assign a Teams license to 2 user it may take around 24 hours before they'll be fully set up. Until then, you won't be able to
assign Teams policies to them, and they might not have access to some Teams features like calling and audio conferencing. Check status

R Add auser | Add multiple users ﬂ Multi-factor authentication @ Delete auser --- O Search Y Filter =
Display name T Username Licenses
Abel Nkuna admin@marksschoo.onmicrosoft.com Unlicensed

Once done, click Add these users.
Assign License

8. Ifin an earlier stage where you did not assign the user to any of the Office 365 license, you can
go back to see all the active users from the Office 365 admin centre. Select the user, click edit
under License and Apps.
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Active users

(@ Due to a recent increase in Teams usage, when you assign a Teams!
assign Teams policies to them, and they might not have access to s
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9. Select the plan with available licen
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Abel Nkuna
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Sign in allowed

Account  Devices _ Mail OneDrive

Username Groups
admin@marksschoo.onmicrosoft.com St. Mark’s School
Manage username Manage groups
Roles

Global administrator

Manage roles

Contact information
Display Name First Name
Abel Nkuna Abel

se and click save.

Abel Nkuna
QO m

Sign in allowed
Account Devices Licenses and Apps Mail OneDrive

Select location *

South Africa v

Licenses (0)

[ ] office 365 E1
3000 of 3000 licenses available
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